
How to set up email: Gmail 

1. Open the internet – usually by double clicking the  icon 

2. Type google.com in the address bar.  Press Enter on the keyboard.  

 

 

3. Use the mouse to left click the word Gmail 

4. The next page will have some information and the box below.  Click the box “CREATE AN ACCOUNT” 

 

Address Bar 

Click with mouse 

Click with mouse 

to make a new 

email address 

When you have 

an account, you 

will sign in here 

http://www.google.com/imgres?imgurl=http://brni-jhu.org/info/enter_key.jpg&imgrefurl=http://brni-jhu.org/info/computer102.html&usg=__pOBETF80NMCDoemBV4_M7YUsI84=&h=198&w=370&sz=9&hl=en&start=4&zoom=1&tbnid=CifXnVwDg24D1M:&tbnh=65&tbnw=122&ei=CG7IUcHpAemIyAHV4YCIBg&prev=/search?q=enter+key+computer&hl=en&biw=1280&bih=823&site=imghp&tbm=isch&itbs=1&sa=X&ved=0CDIQrQMwAw


5. You will be asked to enter some information on the next screen.   

 

 

 

Username will be email address.  If name is already used, 

you will be asked to select a different one. 

Password must be 8 characters or more. Password is 

new and only for this email address.   

Can skip Birthday, Gender and Mobile if you do not want 

to include.  Usually used for marketing.   

Can enter another email address if you have one.  This 

will be used if you forget your password. 

Mass email accounts have been made for fraudulent 

uses.  Now you are asked to type the letters you see. 

Check the box to agree to the Terms of Service. Read 

and choose any other agreements you would like. 

When finished with all information, use 

the mouse to click Next step. 



6. You will see a Welcome screen.  Click Continue to Gmail to access your email.  You will receive some 

emails and a video to help with using your new email account. 

 

 

 
 

 

 

7. If you are likely to forget your email address and password, write them down in your job search folder or 

another secure location. 

8. When someone requests your email address, you will give them your username and then say at Gmail.  

Written your address will look like exampleusername@gmail.com 

 


